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CHAPTER I 
INTRODUCTION 
Statement of the Problem 
The purpose of this study was to determine the job 
activities performed most frequently by clerical workers 
in American Steel and Wire Division of United States Steel 
Corporation, Worcester, Massachusetts, and to study the 
implications of the findings for the high school business 
education program. 
Analysis of the Problem 
In order to achieve the major purposes of this study, 
the following subordinate problems were developed: 
l. 
2. 
6. 
To determine the sources through which the em-
ployees obtained their positions with the Cor-
poration. 
To ascertain the number of years each of the 
clerical workers has been employed by the Cor-
poration. 
To determine the educational background of each 
employee. 
To discover the school subjects which were most 
helpful to the employees in their present posi-
tions. 
To find out the business subjects which were not 
studied in school but which the employees con-
sidered would have been helpful in their present 
positions. 
To learn which job activities were most frequently 
performed. 
B"oston University 
School of Educat i on 
Library: 
To investigate the job activities performed most 
frequently in the specific areas of stenography, 
typewriting, filing, general office, office 
machines, and accounting. 
Justification of the Problem 
Business education departments of the city's schools 
and those of surrounding towns are cognizant of the attrac-
tiveness of American Steel and Wire Division as a place of 
employment, because the Corporation is one of the largest 
and longest established industries in the city of Worcester. 
Several hundred employees are employed in the field of 
general clerical work at wage scales among the highest for 
the area. This study will enable the schools to know how 
to prepare the students to meet the general clerical re-
quirements expected of the workers employed by the Corpo-
ration. The findings of this study may also be useful to 
the Corporation in studying the duties performed by its 
general clerical employees and for any in-service training 
program which may be developed in the future. 
Delimitation of the Study 
A list of 265 names and addresses representing cler-
ical and technical employees on the pay roll at the time 
of the survey was obtained from the Corporation. The names 
and addresses of stenographers and secretaries affiliated 
with administrative offices and those classified as 
2 
0 ) 
confidential clerical workers were not included in the spe-
cific list obtained, and therefore these people were not 
contacted. 
It was the intention of the writer to provide a space 
in the questionnaire in which the respondent could indicate 
his opinion as to what extent the various duties should be 
taught in school or learned on the job. The officials of 
the Corporation requested that this part of the survey be 
eliminated. 
Organization of the Study 
Chapter I of this study consists of the statement and 
analysis of the problem. A background of the industrial 
plant involved in this study is presented in Chapter II. 
Chapter III contains a review of related studies so that 
the reader may become acquainted with some of the surveys 
in the field of job activities. A description of the pro-
cedure followed in conducting this survey is given in 
Chapter IV. Analyses of the findings obtained from the 
data sheets and from the job-activities check lists are 
given in Chapter v. Chapter VI swnmarizes and presents 
conclusions based upon these findings. 
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CHAPTER II 
BACKGROUND OF THE STUDY 
In order that the reader may more fully appreciate the 
important impact that the American Steel and Wire Division 
of United States Steel Corporation, Worcester, Massachusetts, 
has had in the economic aspects of the people's lives within 
the city of Worcester and surrounding tol~s, a brief history 
of the company will be given. 
The wire industry originated in 18311 just outside the 
thickly settled portion of Worcester, then called North-
ville. Ichabod Vlashburn and Benjamin Godard started the 
wire industry in America by making wire for wood screws. 
In 1835, Ichabod Washburn sold his share to Benjamin 
Godard who retained the factory for the manufacture of 
woolen machinery, while Washburn inaugurated a new firm 
under the name of Ichabod Washburn, Wire Manufacturer, 
further developing the wire industry he had started. 
Washburn took in his son-in-law, Phillip Moen, as a 
partner in 1850 and changed the name of the company to 
I. Washburn and Company, Wire Manufacturers. Steel wire for 
pianos had been made exclusively by one English firm until 
1850 when Jonas Chickering, a piano manufacturer in Boston, 
l 
"The Ichabod Washburn Story," Wireco Life, Volume XX, 
No. 1, January, 1956, P• 6. 
asked Washburn to develop wire which would be suitable £or 
pianos. For many ensuing years, Washburn's company was the 
only manu£acturer o£ piano wire in this country. 
Because o£ his experience in developing piano wire, he 
was able to devise a process o£ tempering a cheaper grade 
o£ cast steel to be used extensively in hoop skirts which 
were the £ashion £or approximately ten years a£ter coming 
in vogue during the late 1850's. While the £ashion lasted, 
Washburn and Moen supplied about one-hal£ o£ all the hoop 
skirt wire made in the United States. 
The expansion o£ the wire industry in Worcester is 
further described in the following statement:1 
Washburn & Moen Company became known as 
the Cradle of the Wire Industry because of the 
many new products and processes established 
during its early history, some o£ which are 
as follows: 
1847--First American-made telegraph wire. 
1849--First successful American gauge to 
determine size of wire. 
1850--America's first continuous-tempering 
proeess .for wire. · 
1851--First American-made piano wire. 
1868--First continuous rod rolling mill 
in America. 
1889--First open hearth furnace in 
New England. 
1891--First American-made insulated elec-
trical cables. 
In 1899 the Washburn & Moen Company relin-
quished its individual name and grouped itself 
with other Wire Companies as an important unit 
in the American Steel & Wire, which in 1901 
became a subsidiary of the United States Steel 
Corporation formed by Judge Elbert Gary. 
1Bird 1 s Eye View, Public Relations Department, United 
States Steel Corporation, Worcester, Massachusetts, 1956, 
P• ii. 
5 
Today the Worcester Works is divided into four sepa-
rate producing units; namely, the Steel Works, the Wire 
Mill, the Spring and Rail Bond, and the Electrical Cable 
Works. More than 3,000 people are employed who help to 
produce annually 160 to 170 thousand tons of finished 
products, with a gross sales value of from 50 to 60 mil-
lion dollars.1 
1 Ibid., P• iii. 
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CHAPTER III 
REVIEW OF RELATED LITERATURE 
The purpose of this study was to determine the duties 
performed most frequently by general clerical workers in a 
large industrial plant, namely, American Steel and Wire 
Division of the United States Steel Corporation, Worcester, 
Massachusetts. The results would enable business educators 
in this particular area to become aware of the more common 
job activities performed by clerical workers in a large 
local corporation. 
There have been many studies made of the frequency 
of duties performed in specific job activities. These 
studies covered different localities and different types 
of industries. Etier1 made the following statement re-
garding the importance of making such a study: 
The stenographic curriculum should be con-
sistent with the needs and the interests of the 
local community. In order to fulfill its re-
sponsibility, the secondary school has to be 
aware of the needs and the interests of employ-
ers in the local community. Business education 
teachers should know the duties performed by 
stenographers in the locality where their pupils 
are employed, and also the level of achievement 
necessary for performing each job. This know-
ledge is necessary if the graduates of the high 
school are to find satisfaction in their work and 
to contribute to the welfare of society. 
~tier, Faborn, "The Stenographic Curriculum Pattern," 
The American Business Education Yearbook, Volume XIII, 
The Eastern Business Teachers Association and The National 
Business Teachers Association, Somerset Press, Somerville, 
New Jersey, 1956, P• 190. 
Five studies which include job activities of different 
localities in New England are reviewed in this chapter. One 
such study was made by Thatcherl in the industrialized 
Gardner area which is approximately 40 miles north of Worces-
ter. This particular study was comprised of a job-activity 
analysis and follow-up of the 1947, 1948, and 1949 graduates 
of Gardner High School. This study revealed that alphabetic 
filing by name was the most frequently performed activity 
and that operating the I.B.M. key-punch machine was the low-
est. Along with alphabetic filing by name, the other nine 
most frequently performed duties were classified under the 
specific areas of either typing or clerical activities, 
and they were as follows: answering the telephone, filling 
in printed forms, addressing envelopes, handling telephone 
calls for employer, copying from handwriting, operating the 
Burroughs adding machine, folding letters and inserting into 
envelopes, looking up correspondence, and doing tabulation 
and statistical work. 
The second ten most frequently performed activities 
were as follows: taking dictation in shorthand and tran-
scribing, typing form letters, meeting callers and receiving 
clients, doing office housekeeping, composing letters at 
1Thatcher, Carolyn Ainsworth, A Job-Activity Analysis 
and Follow-QE Study of 1947, ~~ and l94S Graduates of 
the Business Department-or-Gardner High Sc ool, Gardner, 
MaSsachusetts, Master's Thesis, Boston University, l950, 
78 PP• 
the typewriter, preparing material for filing, billing, 
typing manuscripts and reports, typing shipping labels, and 
typing postal cards. 
In the Thatcher study, all of the stenographic and sec-
retarial activities except transcribing from records had a 
total frequency of performance above the bookkeeping activ-
ities. Because the bookkeeping activities were less fre-
quently performed than the typing activities, Thatcher 
concluded that fewer graduates were employed in bookkeeping 
jobs than typing jobs. It was pointed out by Thatcherl that, 
The bookkeeping activities ranked in the lower 
half as far as total frequency of performance 
was concerned. However, the bookkeeping activ-
ities which were performed were major activities 
for a great many of those respondents who re-
ported that they performed these activities. 
The Thatcher study showed further that the machines 
on which the Gardner area high school business students 
should develop skill, according to the tabulation of the 
frequency of use of office machines, were the Burroughs 
adding machine, Comptometer or Burroughs calculator, elec-
tric typewriter, Monroe, Marchant, or Friden calculator, 
and mimeograph. 
Ryan2 made a job-activity analysis and follow-up 
study of 1946, 1947, 1948 Business Department graduates 
1Ibid., P• 65. 
2Ryan, Mary Agnes, A Job-Activity Analysis and Follow-QE Study of ~~ ~~ and 1948 Business Department Gradu-
~ of Nashua High School, Nashua, ~ Hampshire, Master's 
Thesis, Boston UniversJ.ty, 1949, 82 PP• 
9 
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of Nashua High School, Nashua, New Hampshire, which is approx-
i mately 48 miles north of Worcester. Nashua, like Worcester 
and Gardner, is an industrial community. 
In the Ryan study, the activity ranking first in fre-
quency of performance was filing alphabetically by name, the 
same as in the Thatcher study. The succeeding nine activi-
ties in order of frequency of performance were: filling in 
printed forms, addressing envelopes, handling telephone calls 
for employer, copying from handwriting, answering the tele-
phone, operating the Burroughs adding machine, folding letters 
and inserting in envelopes, typing bills and invoices, and 
preparing material for filing. A comparison with the first 
ten activities in the Thatcher study with those of the Ryan 
study showed that eight of the ten most frequently performed 
activities occurred in both lists. The activities that were 
different were looking up correspondence and doing tabulation 
and statistical work in the Thatcher study, and typing bills 
and invoices and preparing material for filing in the Ryan 
study. 
The second group of ten activities ranked according to 
frequency of performance by Ryan were as follows: typing 
multiple carbon packs; numeric filing; typing tabulation 
and statistical work; copying from rough draft; typing man-
uscripts and reports; operating the Monroe, Marchant, or 
Friden calculator; office housekeeping; typing index cards 
(3 x 5}; typing interoffice correspondence; and meeting 
callers and receiving clients. 
Comparing the second group or ten activities of the 
Thatcher and Ryan studies, only three of the same activities 
appeared in both studies in this particular group; namely, 
meeting callers and receiving clients, doing office house-
keeping, and typing manuscripts and reports. Doing tabu-
lation and statistical work which ranked with the first ten 
in the Thatcher study according to rrequency of performance 
appeared in the second ten or the Ryan study. 
11 
A further comparison of the second ten most frequently 
performed activities revealed that taking dictation in short-
hand and transcribing which ranked as the eleventh item in 
the Thatcher study ranked as the rorty-third item in the 
Ryan study; typing form letters was the twelfth item in the 
Thatcher study and the twenty-third item in the Ryan study; 
composing letters at the typewriter was the fifteenth item 
in the Thatcher study and the twenty-first item in the Ryan 
study; and preparing material for filing was the tenth item 
in the Thatcher study and the sixteenth item in the Ryan 
study. 
In the study by Roche1 covering 80 New Bedford busi-
nesses, again alphabetic filing by name headed the list of 
the most frequently performed activities according to rank. 
1Roche, Catherine E., Survey or Eighty New Bedford Busi-
ness Firms and ~ Job-Activity Ana~sis of EmptOyees in ----
se!ected New Bedford Businesses,ster's Thesis, Boston 
University, 1952, 126 PP• · 
Activities which appeared in the first 20 list by Roche and 
which did not make an appearance in the first 20 in either 
the Thatcher study or the Ryan study were as follows: 
figuring and checking invoices, doing cashier work, numeric 
filing, and balancing cash. 
The Moriartyl follow-up study undertook to determine, 
through a job-activities analysis, the skills and activities 
performed on the job by the Worcester High School of Com-
merce graduates. Of particular importance to the present 
study was one of the subordinate problems to ascertain which 
activities were most frequently performed in the areas of 
typewriting, stenography, bookkeeping, machines, filing, 
and miscellaneous. 
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The activity of filing alphabetically ranked third in 
the Moriarty study, whereas answering the telephone ranked 
first in frequency of performance. In the group of the 
first 20 arranged by Moriarty according to frequency of per-
formance, activities which were decidely different from the 
first 20 in any of the previous studies mentioned were 
sorting the mail, ordering supplies and reporting on repairs, 
typing inter-office memos, and typing lists. Moriarty found 
that a majority of the first 20 activities were typewriting 
1Moriarty, Marion Louise, A Job-Activity Analysis and 
Follow-~ Study of ~ 12_49, l_2_47, 1*48l 1949, and 1950 
Secretar~al Graduates ~e ~ Sc oo ~ommerce, 
Worcester, Massachusetts,~ster's Thesis, Boston University, 
1953, 77 PP• 
and stenographic activities. This fact was not altogether 
surprising since the graduates selected for the study were 
stenographic majors. There was not a single bookkeeping 
activity in the first 20 activities when arranged according 
to frequency of performance. In fact, from the 187 returns 
received, none of the bookkeeping activities had a frequency 
higher than 38 which was proving cash. The next highest 
bookkeeping activity according to frequency of performance 
was making entries in the petty cash book, with 33 responses. 
All of the other activities in the bookkeeping category 
received less than 30 responses. 
John Philip 0'Sheatmade an analysis of the duties of 
general clerical workers in the General Electric Company, 
Lynn, Massachusetts. O'Shea sought to determine 
the general and specific characteristics of the 
work of typical general clerical employees with 
regard to the following areas: 
a. The duties performed on each job 
b. The time spent in machine operations 
such as the typewriter and other 
office machines 
c. The initial standards required for 
employment 
d. The promotional opportunities available.2 
The methods used in O'Shea's study to obtain data were: 
(1) personal interviews with the personnel directors and 
o££ice managers, (2) the use o£ time-analysis charts in the 
1o•Shea, John Philip, An Analysis of the Duties of 
General Clerical Workers 1n the General~ectric Company, 
Master's Thesis, Boston University, l949, 77 PP• 
2 . Ib1d., P• 2. 
13 
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• 
payroll, duplicating, and records offices, (3) question-
naires given to 40 selected general clerical workers to 
obtain employee background information concerning promotions 
as well as education. 
O'Shea used the hourly unit in his time-analysis chart. 
The respondents were requested to indicate in the appro-
priate column the amount of time spent in performing each 
14 
of the activities listed on the questionnaire. The employees 
indicated with a minus sign if less than a full hour was 
spent for the activity and a plus sign in the appropriate 
column if a full hour was used for the activity. 
Some of O'Shea's findings as a result of his study were: 
Fifty-eight and one-half per cent of the 
participants in this study pursued a stenographic 
or bookkeeping curricula in high school and sub-
sequently were employed in general clerical 
capacities.l . 
Additional education beyond the secondary 
school level was reported by 67 per cent of the 
participants of this study. Fifty-two of those 
so reporting pursued advanced machine work, which 
was used by all workers in their daily activities.2 
Adding-calculating machine work accounted 
for 52 per cent of the total time spent by gen-
eral clerical workers in machine work. Forty-six 
per cent of this time was spent on the process 
of addition.3 
1Ibid., P• 63. 
2Ibid., P• 63. 
3Ibid., P• 64. 
Use of the typewriter accounted for 28 per cent 
of the total time spent by general clerical workers 
in machine work. Other office machines, exclusive 
of adding-calculating machines, listing machines, 
and the typewriter, accounted for 11 per cent of the 
total time spent by the participants of this study 
in machine work.l 
Filing activities accounted for 26 per cent 
of the total time recorded by the participants. 
The broad classification, filing, used above, 
included the activities of coding, cross-referencing, 
sorting, filing, and finding materials filed. 
Within the broad classification, the activity 
of filing accounted for 45 per cent of the time 
spent by general clerical workers. A further 
breakdown of the activit~filing, revealed that 
78 per cent of the time expended was spent in 
filing alpha~etically, numerically, or geo-
graphically. 
The foregoing job-activities studies cited are but a 
few of the many which stress the need for the continual 
awareness of business educators to the varying demands of 
local business organizations. The next chapter, Chapter IV, 
presents the procedural steps taken in conducting this 
job-activity study. 
libid., P• 65. 
2Ibid., P• 66. 
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CHAPTER IV 
METHOD OF PROCEDURE 
The procedural steps in conducting this study were 
as follows: 
1. Related literature and theses were read and ana-
lyzed to obtain a background for the study. 
2. Permission was obtained from officials of the 
American Steel and Wire Division, Worcester, Massachusetts, 
to analyze the duties of clerical workers employed by the 
Worcester Works. 
3. A data sheet and check list were prepared for use 
in making the survey and were based in part on duties 
listed in similar studies completed in this field. The 
data sheet and check list were then submitted to the Busi-
ness Education Seminar to obtain suggestions and criti-
cisms for improvement. 
4. The data sheet and check list were then trans-
mitted to American Steel and Wire Division for approval 
by plant management and local union officers. 
5. A list of 265 names and home addresses was ob-
tained from the Corporation; and a data sheet and check 
list, accompanied by a letter and return addressed enve-
lope, were then sent out to each of the names on the list. 
6. The data procured from the replies were tabulated 
and analyzed. 
r· 
7. A summary and conclusions were written based on 
the findings of the study. 
A check list similar to that of Hemmerly's1 was used 
in this study. The main heading of job activities was 
divided into the following specific activities: steno-
graphic, typing, filing, general office, office machines, 
and accounting. Each specific classification was further 
divided into related duties which the employee checked off 
in the proper time column on the line opposite the specific 
job activity if he did perform that particular duty. The 
following time elements were used to indicate the approx-
imate frequency of performance: more than 2 hours daily, 
from 1 to 2 hours daily, from 1/2 to 1 hour daily, less 
than 1/2 hour daily, once or twice weekly, and monthly or 
less frequently. The latter six headings were labeled A, 
B, C, D, E, and F to simplify tabulating. 
The data sheet and check list, when completed and 
returned, provided information relating to the job activ-
ities of a composite group of clerical employees employed 
by American Steel and Wire Division in Worcester. In the 
next chapter, Chapter V, the information from the data 
1Hemmerly, Elizabeth A., A Follow-Up Study and Job-
Activity Analysis of the ~ - 1952 Associate in Com-
mercial Science Degree Holders of Boston University 
College of Practical Arts and Letters, Master's Thesis, 
Boston University, 1953, 101 PP• 
17 
sheets and the job-activities check lists will be found in 
tables with an analysis and interpretation of each table. 
Samples of the data sheet, check list, and letter of trans-
mittal used in this study may be found in the Appendix. 
18 
CHAPTER V 
ANALYSES OF DATA 
Analysis of Information Obtained from Data Sheets 
A list of the names and addresses of 265 employees was 
obtained from the Corporation. This particular list was 
classified by management as clerical and technical employees. 
The names and addresses of stenographers and secretaries 
affiliated with administrative offices and those classif ied 
as confidential clerical workers were not included in the 
specific list obtained, and therefore these people were not 
contacted. There was no means of distinguishing between the 
purely technical and clerical workers whose names appeared 
on the list. Consequently, the data sheets and job-activities 
check lists were sent to all 265 names on the list. Out of 
the 265 check lists sent to the employees, 110, or 42 per 
cent, of the check lists were returned. However, 18 of the 
respondents did not complete their questionnaires, making 
a total of 92 usable returns, or 34 per cent, of the orig-
inal number sent out. 
The transmittal letter a.tated that the respondent's 
name was not necessary, because it was understood that all 
information obtained was to be on a purely voluntary basis. 
In conformity with the wishes of the Corporation's officials, 
no follow-up requests were made of the employees to fill out 
the questionnaires. 
20 
Because a large v.ariety o~ job titles was given by the 
employees on the data sheets, no attempt was made to classi~y 
these job titles. The job titles given by the clerical group 
were as follows: 
Accounting clerk 
Accounting production clerk 
Accounts receivable clerk 
Cost data clerk 
Invoice price clerk 
Junior accounting clerk 
Material accounting clerk 
Payroll clerk 
Posting clerk 
Senior accounting clerk 
Steel accounting clerk 
Car record clerk 
Car service clerk 
Coding clerk 
Inventory clerk 
Job clerk 
Job order shop clerk 
Master mechanic's clerk 
Of~ice clerk 
Of~ice service clerk 
Order correspondent clerk 
Order service clerk 
Practice clerk 
Property clerk 
Returned goods clerk 
Statistical clerk 
Comptometer operator 
I.B.M. key-punch operator 
Detail schedule clerk 
Planning scheduler 
Schedule clerk 
Senior planner clerk 
Expediter 
Billing typist 
Clerk typist 
Invoice typist 
Posting clerk-typist 
Typist 
J 
TABLE I 
SOURCES THROUGH WHICH RESPONDENTS OBTAINED 
INITIAL EMPLO~~NT WITH THE CORPORATION 
Sources Totals Per Cent 
Personal Application 42 46 
Friend 20 22 
Relative 13 14 
School Placement Office 9 10 
State Employment Agency 7 8 
Commercial Employment Agency 3 3 
Newspaper Advertisement 2 2 
The employees were requested to check the source 
through which they obtained their initial position with 
the Corporation, and the results are shown in Table I. 
The main source was through personal applications, as 
indicated by 42 of the respondents. The second source 
was through friends, as indicated by 20 of the respond-
ents. The sources following in order were relative?, .as 
indicated by 13 of the respondents; school placement 
office, 9; state employment agency, 7; commercial employ-
ment agencies, 3; and newspaper advertisements, 2. One 
respondent listed the following three sources: relative, 
personal application, and Comptometer school; whereas a 
21 
second respondent listed both relative and p~rsonal appli-
cation, and a third respondent listed both relative and 
friend. These particular respondents evidently believed 
that the utilization of more than one source aided them 
in obtaining their initial employment with the Corporation. 
All respondents who designated the school placement 
office as the source through which they secured their 
position with the Corporation possessed business school 
diplomas. The foregoing fact would indicate that it was 
the business school placement office and not the high 
school placement office in each instance which assisted 
these employees in securing their beginning position 
with the Corporation. 
22 
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TABLE II 
LENGTH OF EMPLOYMENT BY THE CORPORATION 
Number of Years Totals Per Cent 
Over 30 years 22 24 
From 1 to 4 years 17 19 
From 20 to 24 years 14 15 
From 5 to 9 years 13 14 
From 10 to 14 years 13 14 
From 15 to 19 years 12 13 
From 25 to 29 years 1 1 
Table II shows the length of employment of each respond-
ent by the Corporation as follows: over 30 years, as indi-
cated by 22 of the respondents; from 1 to 4 years, 17; 
from 20 to 24 years, 14; from 5 to 9 years, and from 10 
to 14 years, 13 each; from 15 to 19 years, 12; and from 25 
to 29 years, one. None of the respondents indicated that 
they had been employed by the Corporation for less than 
one year. The fact that only one respondent had been in 
the employ of the Corporation from 25 to 29 years may be 
attributed to the possibility that an insignificant number 
of workers was hired at that particular time, which would 
approximate the depression period of the late 1920's and 
early 1930's. The mean number of years of employment for 
all the respondents was 16.2. The foregoing data indicate 
a low rate of turnover in the Corporation. 
TABLE III 
EXTENT OF EDUCATION 
Types of Education Totals 
Grade School Diploma 91 
High School Diploma S3 
Business School Diploma 44 
Partial College Credits 12 
College Diploma 2 
Other 6 
24 
Per Cent 
99 
90 
4S 
13 
2 
7 
Table III indicates the extent of the respondents' 
education and diplomas received. Ninety-one of the respond-
ents possessed grade school diplomas. The single respondent 
who did not have a grade school diploma, or any other di-
ploma, offered the information that he had been with the 
Corporation 47 years. Eighty-three of the respondents 
possessed high school diplomas, and 44 of the respondents 
possessed business school diplomas. Two made the notation 
that they attended high school for one year receiving no 
diploma, but that they did attend business school for another 
year, each receiving a diploma therefrom. College diplomas 
were possessed by two of the respondents. Six of the respond-
ents indicated that they attended other schools. One attended 
junior college; one, preparatory school; and two, night school. 
One of the respondents indicated the receipt of a certificate 
after completion of a traffic management course. The sixth 
respondent offered the information that he completed junior 
high school and then continued at a trade school from which 
he received a diploma. 
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Twelve of the respondents who had taken college courses 
indicated the number and type of subjects completed. One-half 
of these respondents indicated enrollment in business courses. 
One respondent who is studying business management at the 
present mentioned that he expected to receive his Associate 
degree within the year. Another respondent made the notation 
that he is currently attending an accounting school. One 
respondent attended a business college for one semester in 
the evenings. One respondent attended two years of college 
in business administration. One respondent attended a 
junior college taking English, economics, business mathe-
matics, and typewriting. One other respondent took courses 
in bookkeeping, business machines, business English, and 
letter writing. 
The other six respondents varied in their limited col-
lege courses bu~ specifically mentioned the following: one 
respondent had taken courses in history, English, literature, 
and Spanish; another had a background of two years in college 
majoring in English; one had two years of liberal arts; a 
fourth attended an engineering school for three years; and 
two others attended extension courses. 
In all~ 64, or 70 per cent, of the respondents had 
furthered their education beyond high school, even though 
their training or education was limited in some cases. 
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TABLE IV 
SCHOOL SUBJECTS MOST HELPFUL TO THE RESPONDENTS 
IN THEIR PRESENT POSITIONS 
Subjects Totals Per Cent 
Business Arithmetic 50 54 
Of'fice Machines 41 45 
Bookkeeping 38 41 
Typewriting 35 38 
English 35 38 
Filing 25 27 
Penmanship 23 25 
Shorthand 8 9 
Foreign Languages 2 2 
Table IV shows the school subjects which were con-
sidered the most helpful to the respondents in their 
present positions. The school subjects are listed here-
inbelow in order of their f'requency of responses: busi-
ness arithmetic, 50; office machines, 41; bookkeeping, 38; 
typewriting and English, 35 each; filing, 25; penmanship, 
23; shorthand, 8; and foreign languages, 2. Other sub-
jects designated but not included in the table were 
mathematics, cost accounting, chemistry, and physics. 
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TABLE V 
BUSINESS SUBJECTS NOT STUDIED IN SCHOOL WHICH 
THE RESPONDENTS CONSIDERED WOULD HAVE BEEN HELPFUL 
IN THEIR PRESENT POSITIONS 
Business Subjects Totals Subtotals 
Office 11achines 17 
Friden 8 
Calculating Machines 2 
Comptometer 2 
Ditto 1 
Hectowriter 1 
Marchant 1 
Monroe 1 
Multilith 1 
Typewriting 6 
Bookkeeping 6 
Office Procedures 2 
Shorthand 1 
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Table V lists the business subjects not taken in school 
by the respondents but which they considered would have been 
helpful in their present positions. The replies can be 
classified into the five general categories of shorthand, 
typewriting, bookkeeping, office procedures, and office 
machines. 
As shown in Table V, 17 of the respondents indicated 
that more training in office machines would have been valu-
able in their present jobs. Two of these respondents 
merely noted calculating machines, whereas the remainder 
mentioned the need for training on the following specific 
machines: Comptometer, Friden, ~~rchant, Monroe, multilith, 
ditto, and hectowriter. 
Six respondents indicated that instruction in type-
writing and bookkeeping would have been helpful in their 
present positions. Three accounting clerks responding 
indicated the need for more cost accounting. A fourth 
accounting clerk designated accounting but with the added 
notation, "A simple, sensible accounting course--one which 
allows the student to actually work on various accounting 
phases rather than theorize with unrealistic problems." 
Another respondent who did have a diploma from a Comptometer 
school indicated the need for instruction in typewriting 
and bookkeeping, adding the remark that she would then be 
in a position to bid on higher job classes. Office pro-
cedures was designated by two :. of the respondents, one of 
which explicitly mentioned answering correspondence. Only 
one person indicated a need for shorthand. 
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Analysis of Information Obtained from Check Lists 
The information obtained from the job-activities check 
list is shown in the following tables. The job-activities 
check list included 111 activities with space provided for 
the respondent to indicate additional activities not listed. 
These additional activities were included in Tables VI and 
VII. Activities performed by only one respondent were 
omitted from Tables VIII, IX, and X. In compliance with 
the request of the Corporation's officials, no space was 
provided in the job-activities check list in which the re-
spondent could indicate his opinion as to what extent t he 
activity he performed should be taught in school or learned 
on the job. 
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Table VI records the total frequency of each job activ-
ity arranged in order of frequency of performance. The 
first ten job activities according to the order of fre-
quency of performance were: answering the telephone, 
operating the ten-key adding machine, locating material 
in files, operating the Friden calculator, filing material, 
operating the Comptometer or Burroughs calculator for addi-
tion, operating the Comptometer or Burroughs calculator for 
multiplication, sorting material for filing, taking inven-
tory, and operating the Comptometer or Burroughs calculator 
for subtraction. The frequency of performance for these 
activities went from 33 for answering the telephone to 18 
for operating the Comptometer or Burroughs calculator for 
subtraction. 
.JI 
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The next seven job activities according to the order 
of frequency of performance were: operating the Comptometer 
or Burroughs calculator for division, cross referencing, 
getting information needed for correspondence, planning work 
for others, keeping inventory records, consulting reference 
books for information required, and ordering supplies. The 
frequency of performance for these activities went from 17 
each for operating the Comptometer or Burroughs calculator 
for division, cross referencing, and getting information 
needed for correspondence, to 13 for ordering supplies. 
Seven, instead of ten, job activities were considered 
in the second group, because the next seven job activities 
each had the same frequency of 12: reporting on repairs, 
upkeep of office equipment, and supplies; typing reports; 
coding; straightening out files; reading rules, current 
topics, and books bearing on work; opening mail; and 
checking statements and invoices. 
Twenty-three job activities not listed in the check 
list were added by the respondents. Of these 23 added 
activities, the majority were accounting activities, fol-
lowed by general office activities and office machines used. 
The activities added to the original check list but not in-
cluded in any of the tables because the frequency of per-
formance was omitted were as follows: writing reports of 
tests made; notarizing test reports; making up standard 
procedure master cards and slips from orders received; 
sorting requisitions and making promises of delivery before 
actual scheduling; posting sales journal for nail ship-
ments; verifying general accounting, pay roll, invoices, 
and production slips; checking and explaining all un-
favorable yields and costs above variances; and estimating 
and preparing cost analyses on requests from Sales Depart-
ment. 
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Rank 
1 
2 
3.5 
3.5 
5 
6 
7 
8 
9 
1 0 
1 2 
TABLE VI 
TOTAL FREQUENCY OF PERFORMANCE OF' ACTIVITIES 
-ARRANGED IN ORDER OF FREQUENCY 
Approximate Frequency 
of Performance 
A B c D E ,11' 
>. 
() 
s:::: (]) g. >. >. >. r-f N>. r-f r-f r-f (]) S::•rl r-f >. S::::·rl ~ >. 
Job Activities $.t mm O•rl Or-f ~~ $-t(]) >.O'lr-f f%.t ( ..c: "0 +>m +> •rl 0(]) r-fO'l+> +> "0 m +> (])::= ..C:a>S:: r-f (/) r-f ~IN"' $.t +> r-f (]) m ~s E!O'l Ol:::S ()(]) 8s..& +> oE as OlO §() 0 00 ~..c: •rl ::a:o(]) e-c ~ ..c: $-tO $-tO ::= $.t ~..c: ~..c: .-«11 +> Ct-i C\.1 
Answering the telephone 33 8 8 $ 8 1 0 
Ten-key adding machine* 32 10 3 7 9 2 1 
Locating material in 31 2 3 10 9 5 2 
files 
Friden calculator 31 11 4 6 3 4 3 
Filing material 27 2 1 5 14 2 3 
Co~ptometer or Bur-
roughs calculator 
for adding 
26 15 3 3 2 1 2 
Comptometer or Bur- 24 13 3 1 3 2 2 
roughs calculator 
for multiplying 
Sorting material for 23 2 3 5 9 1 3 
filing 
Taking inventory 20 2 1 0 0 3 14 
Comptometer or Bur- 18 12 2 3 0 1 0 
roughs calculator 
for subtracting 
Comptometer or Bur- 17 10 1 1 4 1 0 
roughs calculator 
for dividing 
. . . . . * The activ1ty of operatlng the mach1ne lS 1nd1cated 
whenever an office machine is listed. 
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Table VI (Continued) 
Approximate Frequency 
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12 Cross referencing 17 5 0 8 2 2 0 
12 Getting information 17 3 2 2 2 5 3 
needed for corre-
spondence 
14.5 Planning work for others 16 10 4 0 1 1 0 
14.5 Keeping inventory 16 6 2 1 3 3 1 
records 
16 !Consulting reference 15 3 3 4 2 2 1 
books for information 
required 
17 Ordering supplies 13 0 0 1 3 4 5 
21 Reporting on repairs, 12 0 0 0 4 4 4 
upkeep of office equip-
ment, and supplies 
21 Typing reports 12 3 1 2 3 1 2 
21 Coding 12 2 1 4 3 2 0 
21 Straightening out files 12 1 0 1 2 3 5 (new folders, etc.) 
21 Reading rules, current 12 0 0 4 2 2 4 
topics, books bearing 
on work 
21 Opening mail 12 0 1 2 5 2 2 
21 Checking statements 12 4 2 0 3 2 1 
and invoices 
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Table VI (Continued) 
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25.5 Noting on letters re- 11 0 3 1 3 2 2 
ceipt of information 
needed for answering 
25.5 Addressing envelopes 11 0 1 3 3 3 1 
28.5 Filling in printed 10 2 2 1 2 2 1 
forms 
28.5 Cleaning typewriter 10 0 0 0 1 4 5 
28.5 Ditto 10 2 3 1 1 1 2 
28.5 Keeping payroll records 10 6 1 2 0 1 0 
33 Keeping a follow-up 9 1 1 4 2 1 0 
file 
33 I.B.M. key punch and 9 9 0 0 0 0 0 
tabulator 
33 Computing time records 9 3 2 3 0 0 1 
33 Figuring extensions on 
invoices and statements 
9 9 0 0 0 0 0 
33 Preparing operating or 9 2 3 1 0 0 3 financial statements 
36.5 Receiving telegrams 8 1 0 1 3 1 2 
over telephone 
36.5 Making price changes 8 2 2 0 2 0 2 
38 ~1aking out requisitions 7 0 0 0 2 5 0 
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Table VI (Continued) 
Approximate Frequency 
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44 Supervising employees at 6 3 l l l 0 0 
any time 
44 Directing people to 6 0 0 0 l 2 3 
proper office or 
department 
44 Composing letters at 6 0 l l l 0 3 
typewriter 
44 Typing letters from 6 2 l 0 l l l 
longhand 
44 Typing form letters 6 2 0 2 0 2 0 
44 Typing bills and in- 6 3 0 0 l 0 2 
voices 
44 Typing with multiple 6 2 0 l 0 l 2 
carbon packs (four or 
more carbons) 
44 Keeping desks supplied 6 0 0 0 0 2 4 
with equipment 
44 Sorting mail 6 0 0 3 2 0 l 
44 Sealing mail 6 0 l l 2 0 2 
44 Full keyboard adding 6 l 0 2 2 l 0 
listing machine 
54 Giving telegrams over 5 l 0 l l 0 2 
telephone 
54 Meeting callers 5 0 0 0 l 2 2 
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Table VI (Continued) 
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54 Copying from rough draft 5 0 0 2 1 0 2 
or corrected copy 
54 Cutting stencils 5 2 0 0 0 2 1 
54 Making master sheets for 5 3 1 0 1 0 0 
liquid or gelatin dupli-
caters 
54 Distributing mail 5 0 0 3 1 0 1 
54 Monroe calculator 5 1 0 2 0 2 0 
54 Computing interest, 5 3 1 0 1 0 0 
discount, etc. 
5~- Posting to general 5 2 0 0 1 0 2 
ledger 
62 Typing telegrams 4 2 0 0 1 1 0 
62 Transferring files 4 0 0 0 1 1 2 
62 Office housekeeping 4 0 0 0 0 1 3 
62 Collating material 4 0 1 1 1 0 1 
62 Stamping mail (as to 4 0 0 0 1 0 3 
date, hour, etc.) 
62 Making government re- 4 0 0 0 0 0 4 
ports, State and Federal 
62 Flexowriter 4 2 0 0 0 0 2 
68.5 Making appointments 3 0 0 0 1 0 2 
Table VI (Continued) 
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68.5 Typing statements 3 1 0 0 1 0 1 
68.5 Typing statistical work 3 1 0 1 1 0 0 
68.5 Typing inter-office 3 1 1 0 0 1 0 
communications 
68.5 Typing cards for filing 3 0 1 0 0 0 2 
68.5 Posting to accounts 3 2 1 0 0 0 0 
receivable ledger 
74 Typing expense accounts 2 0 0 0 0 2 0 
74 Typing tabulations 2 1 0 0 0 0 1 
74 Typing speeches,briefs, 2 0 0 0 0 0 2 
or lectures 
74 Preparing material for 2 1 0 0 0 0 1 
printer 
74 Weighing mail and 2 0 1 0 0 0 1 
figuring postage 
92 Taking dictation in 1 0 0 0 0 0 1 
shorthand and tran-
scribing 
92 Taking dictation over 1 0 0 0 0 0 1 
telephone 
92 Typing from ediphone 1 0 1 0 0 0 0 
92 Taking dictation at 1 0 0 0 0 0 1 
typewriter 
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Table VI (Continued) 
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92 Typing agenda for 1 0 0 0 0 1 e 
meetings 
92 Typing minutes of meet-
ings and conferences 
1 0 0 0 0 1 0 
92 Making traveling 1 0 0 0 0 0 1 
arrangements 
92 Assisting in plans for 1 0 0 0 0 0 1 
entertainments, din-
ners, etc. 
92 Collecting clippings 1 0 0 0 0 1 0 
of interest 
92 Preparing packages 1 0 0 1 0 0 0 
for shipment 
92 Billing machine 1 0 0 0 1 0 0 
92 Hectograph 1 0 1 0 0 0 0 
92 Mimeograph 1 1 0 0 0 0 0 
92 Multilith 1 0 0 0 0 1 0 
92 Posting to accounts 1 1 0 0 0 0 0 
payable ledger 
92 Typing schedules 1 0 0 1 0 0 0 
92 Revising new promises 1 1 0 0 0 0 0 
to customers 
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92 Posting make-up due to 1 0 0 1 0 0 0 
retractions 
92 Checking daily ship- 1 1 0 0 0 0 0 
ments to customers 
92 Reviewing orders 1 1 0 0 0 0 0 
assigned and writing 
up manufacturing prac-
tices from standard 
master cards 
92 Veri fax 1 0 0 0 0 0 1 
92 Coding and costing (building up costs 
1 1 0 0 0 0 0 
covering the manufac-
turing cost of wire) 
92 Posting debits and 1 0 0 0 0 0 1 
credits to inventory 
ledger and balancing 
92 Making various reports 1 0 0 0 0 0 1 
connected with general 
accounting 
92 Preparing journal 1 0 0 0 0 0 1 
entry vouchers 
92 Checking returned reels 1 1 0 0 0 0 0 
92 Computing demurrage 1 0 1 0 0 0 0 
charges accrued on 
freight cars at plant 
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92 Preparing data costs for 1 1 0 0 0 0 0 
quoting purposes for 
securing business 
92 Developing cost standards 1 1 0 0 0 0 0 
92 Posting costs of materi- 1 1 0 0 0 0 0 
al, weight, and labor 
92 Keeping production 1 0 0 0 0 0 1 
records and making 
monthly cost sheets 
In Table VII, the job activities are arranged in the 
order of their frequency of performance, according to each 
particular type of activity. 
Of the stenographic activities, answering the tele-
phone was first, with a total frequency of 33, followed by 
getting information needed for correspondence, 17; planning 
work for others, 16; consulting reference books for infor-
mation required, 15; and reporting on repairs, upkeep of 
office equipment, and supplies, 12. Since stenographers 
and secretaries were not contacted, it was not surprising 
that the two transcribing activities of taking dictation 
in shorthand and transcribing,and taking dictation over 
the telephone were the last two stenographic activities, 
with a frequency of one each. 
Of the typing activities, typing reports was first 
in this particular classification, with a total frequency 
of 12. Typing activities following in order of their fre-
quency of performance were: addressing envelopes, with a 
total frequency of 11; and filling in printed forms, and 
cleaning typewriter, 10 each. Tied in fifth place, with 
a total frequency of six each, were: composing letters 
at typewriter, typing letters from longhand, typing form 
letters, typing bills and invoices, and typing with mul-
tiple carbon packs (four or more carbons). Of the 1$ 
respondents specifying the typewriter they used, twice as 
many indicated the use of the manual typewriter as the 
electric typewriter. 
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Of the filing activities, locating material in the files 
was performed by 31 of the respondents, only two less than 
the number answering the telephone, the most frequently per-
formed activity. However, the next two filing job activities 
outnumbered the second and third job activities under steno-
graphic activities. These two filing activities were filing 
material, which was performed by 27 of the respondents, and 
sorting material for filing, which was performed by 23. The 
following activities of cross referencing and coding were 
performed by 17 and 12, respectively, of the respondents. 
Twenty-five respondents indicated the use of the numeric 
filing system; 21 respondents, the alphabetic filing system; 
and 5 respondents, the subject filing system. No one indi-
cated the use of the geographic or soundex filing systems. 
Under the classification of general office activities, 
taking inventory led, with a total frequency of 20, followed 
by the activities of ordering supplies, with 13; reading 
rules, current topics, and books bearing on work, and open-
ing mail, each with 12; and making out requisitions, with 7. 
Under the classification of office machines used, 
operating the ten-key adding machine had a total frequency 
of 32, which was the next highest total frequency considering 
all activities. Office machines used which followed in order 
were the operation of the Friden calculator, with a total 
frequency of 31, and the operation of the Comptometer or 
Burroughs calculator for addition, multiplication, sub-
traction, and division, with total frequencies of 26, 24, 
18, and 17, respectively. These total frequencies of per-
formance for office machines are, on the average, higher 
than those of the first five job activities in any of the 
other classificiations. The one office machine added to 
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the original check list was the Verifax. Of those respond-
ents who indicated whether they used an electric or hand-
operated office machine, 31 specified the use of an electric 
model and 17 specified the use of a hand-operated model. 
Of the accounting activities, keeping inventory records 
was first, with a total frequency of 16, followed by check-
ing statements and invoices, 12; and keeping payroll records, 
10. The next three accounting activities, each with a total 
frequency of performance of 9, were: computing time records, 
figuring extensions on invoices and statements, and preparing 
operating or financial statements. The category of account-
ing activities contained 11 job activities with a total 
frequency of one. These 11 accounting activities were 
added to the check list by the respondents and may:c ·be in-
dicative of tqe detailed work performed by individuals in 
the Corporation. 
TABLE VII 
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.p S-t::S SS-t SS-t tllO ~=:o OS.CO" 
0 00 0:::! 0:::! 0>..0 O•n ~0<1> 
E-i ~..0 Fto s.co ~..-!IC\1 ~ a .s::: ~.s:: 
N 
STENOGRAPHIC ACTIVITIES 
1 Answering the telephone 33 8 8 8 8 1 0 
12 Getting information 17 3 2 2 2 5 3 
needed for corre-
spondence 
14.5 Planning work for 16 10 4 0 1 1 0 
others 
16 Consulting reference 15 3 3 4 2 2 1 
books for information 
required 
21 Reporting on repairs, 12 0 0 0 4 4 4 
upkeep of office equip-
ment, and supplies 
25.5 Noting on letters re- 11 0 3 1 3 2 2 
ceipt of information 
needed for answering 
36.5 Receiving telegrams 8 1 0 1 3 1 2 
over telephone 
44 Supervising employees 6 3 1 1 1 0 0 
at any time 
44 Directing people to 6 0 0 0 1 2 3 
proper office or 
department 
45 
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Table VII (Continued) 
Approximate Frequency 
or Perfo~mancE 
>.. A B c D E I~ 
0 
s:: 
Q) >.. >.. >.. 
& .-I Nt>.. .-I .-I .-I 
Job Activities S::·ri .-I >.. ~·ri ...!.d >.. Rank Q) mm O•ri 0.-1 CIS HG> ~alri H 
..t::"' ~"' ~ ·ri .i;'t:l 0~ {I)+J li4 ~ 't:l m +J a>S:: 
a) .-I ~~'t:l H Q) +J .-I Q) 
r-1 O>H {I) Ul:::S OQ) s:: :::s 
m HP SH 5s UlO ~0 ~HO" 4-l 00 o:::s Q).,d ·~ QQ) 0 ~..t:: HO HO ~.-il<'l H E-1 rx...c: r:r.....s:: 4-l 4-1 
N 
STENOGRAPHIC ACTIVITIES 
(continued) 
54 Giving telegrams over 5 1 0 1 1 0 2 
telephone 
54 Meeting callers 5 0 0 0 1 2 2 
68.5 Making appointments 3 0 0 0 1 0 2 
92 Taking dictation in 1 0 0 0 0 0 1 
shorthand and tran-
scribing 
92 Taking dictation over 1 0 0 0 0 0 1 
telephone 
TYPING ACTIVITIES 
21 Typing reports 12 3 1 2 3 1 2 
25.5 Addressing envelopes 11 0 1 3 3 3 1 
28.5 Filling in printed 10 2 2 1 2 2 1 
forms 
28.5 Cleaning typewriter 10 0 0 0 1 4 5 
44 Composing letters at 6 0 1 1 1 0 3 
typewriter 
44 Typing letters from c 2 1 0 1 1 1 
longhand 
44 Typing form letters c 2 0 2 0 2 0 
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Table VII (Continued) 
Approximate Frequency 
of Perfo:r-mance 
:>. A B c D E F () 
s:: 
G) 
~ :>. :>. :>. r-1 NP.. r-1 r-1 ~ Rank Job Activities (!) s:l•rt r-1 :>. S::•rl :>. H <11<11 O•rl Or-1 ~~ HG> ~ Ol r-1 lit .d't:l +><11 +> •rt OG> l+) 
~ +> Hro ~~ 
.p G)~ G>S:: Ol ctla +> r-1 Q) t!a sf ()Q) s:: ::s +> a a fllO s:IO ~HOi 0 ~_g o::s ~-'7 16 •rt QQ) ~ rt_g HO ):; c!:: rz....s:: MIN +> N 
TYPING ACTIVITIES 
(continued) 
44 Typing bills and in- 6 3 0 0 1 0 2 
voices 
44 Typing with multiple 6 2 0 1 0 1 2 
carbon packs (four or 
more carbons) 
54 Copying from rough draft 5 0 0 2 1 0 2 
or corrected copy 
54 Cutting stencils 5 2 0 0 0 2 1 
54 Making master sheets for 5 3 1 0 1 0 0 
liquid or gelatin dupli-
caters 
62 Typing telegrams 4 2 0 0 1 1 0 
68.5 Typing statements 3 1 0 0 1 0 1 
68.5 Typing statistical work 3 1 0 1 1 0 0 
68.5 Typing inter-office 3 1 1 0 0 1 0 
communications 
68.5 Typing cards for filing 3 0 1 0 0 0 2 
74 Typing expense accounts 2 0 0 0 0 2 0 
74 Typing tabulations 2 1 0 0 0 0 1 
74 Typing speeches, briefs, 2 0 0 0 0 0 2 
or lectures 
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Table VII (Continued) 
:>. 
Approximate Frequency 
of Perfo~mance () A B c D E F' ~ 
Q) g. :>. ~~ >. >. r-1 NP.. r-1 r-1 Q) ~·r-1 r-1 ~·r-1 ~ >. S-t ctfctl O•r-1 Or-1 ~~ J..tQ) ~Olr-1 Rank Job Activities .%f ' ..0 '"d +>ctf +> •r-1 OQ> Ol+> +> "0 ctf +> ::: Q)~ ~ Ol r-1 ~1<11'0 S-t Q) ~ r-1 Q) Q)J..t Ol Ol::S ()Q) ~ ::s ~ S-t::S ~a SS-t 11.10 ~() ~S-ttr 00 o::s ~.d •r-1 Oa> ~ ~.d S-to S-tO ~ ~ ~..d ~..d ..-tiN +> 
N 
TYPING ACTIVITIES 
(continued) 
92 Typing from ediphone 1 0 1 0 0 0 0 
92 Taking dictation at 1 0 0 0 0 0 1 
typewriter 
92 Typing agenda for 1 0 0 0 0 1 0 
meetings 
92 Typing minutes of meet- 1 0 0 0 0 1 0 
ings and conferences 
92 Typing schedules 1 0 0 1 0 0 0 
FILING ACTIVITIES 
3-5 Locating material in 31 2 3 10 9 5 2 
files 
5 Filing material 27 2 1 5 14 2 3 
8 Sorting material for 23 2 3 5 9 1 3 
filing 
12 Cross referencing 17 5 0 $ 2 2 0 
21 Coding 12 2 1 4 3 2 0 
21 Straightening out files 12 1 0 1 2 3 5 {new folders, etc.) 
33 Keeping a follow-up file 9 1 1 4 2 1 0 
62 Transferring files q 0 0 0 1 1 2 
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Table VII (Continued) 
Approximate Frequency 
:>. of Perfo~mance 
0 A B c D E It~ 
,:::: Q) 
& :>. :>. :>. r-1 Nl>. r-1 r-1 r-1 
Rank Job Activities Q) !:l·r-1 r-1 :>. !:l•r-1 ~ :>. S... I s~ O•r-1 Or-1 rdrd S,..Q) l>-.fllr-1 ~ ~rd ~ •.-1 ..C:'"d 0~ ,-lfl).j.) 
'"d rd +> ,.C:Q),:l 
r-1 fl.) r-1 f-i!l'l'"d fl)s Q) +> r-1 Q) rd ~s 0) OQ) ,:::: ::s ~ a a as fllO ~0 OS-.0" 0 ~.8 Q),.C: •r-1 ~OQ> E-t S-.0 S-.0 .....:~ , ~ S... ~..c: rx...c: ..... ll'l +> c..-t N 
GENERAL OFFICE ACTIVITIES 
- ~ 
9 Taking inventory 20 2 1 0 0 3 14 
' 
17 Ordering supplies 13 0 0 1 3 4 5 
21 Reading rules, current 
topics, books bearing 
12 0 0 4 2 2 4 
on work 
21 !Opening mail 12 0 1 2 5 2 2 
38 Making out requisitions 7 0 0 0 2 5 0 
44 Keeping desks supplied 6 0 0 0 0 2 4 
with equipment 
44 Sorting mail 6 0 0 3 2 0 1 
44 Sealing mail 6 0 1 1 2 0 2 
54 Distributing mail 5 0 0 3 1 0 1 
62 Office housekeeping 4 0 0 0 0 1 3 
62 Collating material 4 0 1 1 1 0 1 
62 Stamping mail (as to 4 0 0 0 1 0 3 
date, hour, etc.) 
74 Preparing material for 2 1 0 0 0 0 1 
printer 
74 Weighing mail and figur- 2 0 1 0 0 0 1 
ing postage 
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Table VII (Continued) 
Approximate Frequency 
of Peformance 
:>. 
() A B c D E F 
s:::: Q) :>. :>. :>. 
::I rl N:>. rl rl rl 
0" ~·@ rl :>. S::::•r-1 ~ :>. 
Rank Job Activities 
Q) O•r-1 Orl rom $-tQ) 8-CI)r-l ~ S'O +)(lj +' ·r-1 ..C:'"CI OQ> {I)+) · I-) '0 (1j +' :s: ..S::a>S:::: 
~ 
{I) r-i rli<'l '0 $..t Q) +' r-i Q) 
~8 {I) {I) ;:::I ()Q) s:::: ::I s $..t SS-t {1)0 ~() ~$-tO" +' ~_g 0;:::1 0;:::1 a>..C: ·r-1 OQ) 0 $-tO $-tO H ~ S-t ~ !i...C: !i...C: rl!N +' 'H C\l 
GENERAL OFFICE 
(continued) 
92 Making traveling l 0 0 0 0 0 l 
arrangements 
92 Assisting in plans l 0 0 0 0 0 l 
for entertainments, 
dinners, etc. 
92 Collecting clippings l 0 0 0 0 l 0 
of interest 
92 Preparing packages l 0 0 l 0 0 0 
for shipment 
92 Revising new prom- l l 0 0 0 0 0 
ises to customers 
92 Posting make-up due l 0 0 l 0 0 0 
to retractions 
92 Checking daily ship- l l 0 0 0 0 0 
ments to customers 
92 Reviewing orders l l 0 0 0 0 0 
assigned and writing 
up manufacturing 
practices from stand-
ard master cards 
OFFICE MACHINES USED 
2 Ten-key adding machine 3~ 10 3 7 9 2 l 
3 ~ 5 Friden calculator 3 ll 4 6 3 4 3 
' 
'"' 
Table VII (Continued) 
Approximate Frequency 
of PerfoPmance 
A B C D E li' 
Rank Job Activities 
OFFICE MACHINES USED 
(continued) ----
6 Comptometer orBur-
roughs calculator 
£or adding 
7 Comptometer or Bur-
roughs calculator 
for multiplying 
10 Comptometer or Bur-
roughs calculator 
for subtracting 
12 Comptometer or Bur-
roughs calculator 
for dividing 
2S.5 Ditto 
33 I.B.M. key punch and 
tabulator 
44 Full keyboard adding 
listing machine 
54 Monroe calculator 
62 Flexowriter 
92 
92 
92 
Billing machine 
Hectograph 
Mimeograph 
26 15 3 
24 13 3 
lS 12 2 
17 10 1 
10 2 3 
9 9 0 
6 1 0 
5 l 0 
4 2 0 
1 
1 
1 
0 0 
0 1 
1 0 
B"osfon Un1"versi t y· 
ohool of Educatio 
Li brary 
3 
1 
3 
l 
1 
0 
2 
2 
0 
0 
0 
0 
2 
3 
0 
4 
1 
0 
2 
0 
0 
1 
0 
0 
1 
2 
1 
1 
1 
0 
1 
2 
0 
0 
0 
0 
2 
2 
0 
0 
2 
0 
0 
0 
2 
0 
0 
0 
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Table VII (Continued) 
Approximate Frequency 
ot Perfo~mance 
A B -u D E F 
Rank 
92 
92 
14.5 
21 
Job Activities 
OFFICE MACHINES USED (continued) ----
Multilith 
Verifax 
ACCOUNTING ACTIVITIES 
Keeping inventory 
records 
Checking statements 
and invoices 
1 
1 
12 
0 
0 
6 
4 
28.5 Keeping payroll records 10 6 
33 Computing time records 9 3 
33 Figuring extensions on 9 9 
invoices and statements 
33 Preparing operating or 9 2 
financial statements 
36.5 Making price changes 8 2 
54 Computing interest, 5 3 
discount, etc. 
54 Posting to general 5 2 
ledger 
62 Making government re-
ports, State and 
Federal 
4 0 
0 
0 
2 
2 
1 
0 
0 
1 
0 
0 
0 
3 
3 
2 0 
1 
0 
3 
2 
1 
0 
1 
1 
1 
0 
2 3 0 0 1 
0 0 0 0 0 
3 1 0 0 3 
2 0 2 0 2 
1 0 1 0 0 
0 0 1 0 2 
0 0 0 0 4 
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Table VII (Continued) 
Approximate Trequency 
of Perfo~rnance 
~ A B c D E it' 
0 
~ 
Q,) ~ N~ :>. ~ g. r-1 r-1 r-1 r-1 r-1 S:l-r-1 O•r-i :>. S::•r-i .!>:~ ~ 
Rank Job Activities Q,) ~~ ~CIS Or-i CIS CIS f-IQ,) l»l'llr-1 S-c 't:! ~ •r-i ..t::'t:! 0~ r-il'll~ :.;. r ~ r-i CIS ~ ..t::a>S:: 
~ 
I'll . I'll ..-!j<\1 't:! S-c Q,) ~ r-i Q,) Q)f-1 @~ I'J);:j OQ) s:: p f-lp Sf-1 rno s::o OS-!0" ~ 00 f-10 o::s o.>..t:: 0 •r-i ~OQ) 0 ~.a li4..t:: f-10 ...:I ~ f-1 E-1 ~..d ..-«'.! ~ c....t N 
ACCOUNTING ACTIVITIES 
(continued) 
6$.5 Posting to accounts 3 2 1 0 0 0 0 
receivable ledger 
92 Posting to accounts 1 1 0 0 0 0 0 
payable ledger 
92 Coding and costing 1 1 0 0 0 0 0 (building up costs 
covering the rnanufac-
turing cost of wire) 
92 Posting debits and 1 0 0 0 0 0 1 
credits to inventory 
ledger and balancing 
92 Making various reports 1 0 0 0 0 0 1 
connected with general 
accounting 
92 Preparing journal entry 1 0 0 0 0 0 1 
vouchers 
92 Checking returned reels 1 1 0 0 0 0 0 
92 Computing demurrage 1 0 1 0 0 0 0 
charges accrued on 
freight cars at plant 
92 Preparing data costs for 1 1 0 0 0 0 0 
quoting purposes for 
securing business 
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Table VII (Continued) 
Approximate Frequency 
of Perfo~mance 
I» A B 0 c D E 
,li' 
s:: 
<1> I» :>. I» NP: & .-1 .-1 .-1 .-1 Rank Job Activities S::::•r-1 .-1 :>. s:::lor-1 ~ I» <1> ~~ O•r-1 0.-1 ~m ~<1> 1»11.1.-1 ~ .j.)~ .j.) •r-1 ..C:'O 0<1> .-111.l.j.) 
rx. .j.) '0 ~ +' <1>;5: ..C:<l>S:: Cll.-1 ..;JN"d 11.1~ .j.) .-1 <1> .-1 ~8 a~ 0<1> s:: ::s ~ El~ OlO s:IO 0~0"' 
.j.) ~_g o::s o::s <l>..C: 0 •r-1 ~0<1> 0 ~0 ~0 H ;5: ~ ~ rx...t:: rx...c: .-«11 .j.) 
N 
ACCOUNTING ACTIVITIES 
(continued) 
92 Developing cost 
standards 
l l 0 0 0 0 0 
92 Posting costs of mate- l l 0 0 0 0 0 
rial, weight, and labor 
92 Keeping production l 0 0 0 0 0 l 
records and making 
monthly cost sheets 
.. 
Table VIII shows the time-frequency rating, in per 
cent, of the activities performed by the respondents. The 
activities are listed according to their rank. The per 
cent of the time-frequency rating is found by dividing the 
sum of the major activity and regular activity by the total 
frequency, which is the sum of the major, regular, and occa-
sional activities. The major activity consists of the sum 
of columns A and B in the check list, or the columns des-
ignated as more than 2 hours daily, and from 1 to 2 hours 
daily. The regular activity is comprised of the sum of 
columns C and D, or the columns marked from 1/2 to 1 hour 
daily, and less than 1/2 hour daily. The occasional activ-
ity is the sum of columns E and F, or those marked as once 
or twice weekly, and monthly or less frequently. 
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Considering the first ten job activities in Table VIII, 
the time-frequency ratings varied from 97 per cent to 15 per 
cent. The activity of answering the telephone, first in 
total frequency, had a time-frequency rating of 97 per cent. 
All but one respondent to this job activity performed this 
duty either as a major activity or regular activity. 
The general office activity of taking inventory had an 
unusually low 15 per cent in time-frequency rating, although 
it was number nine in total frequency. Of the 20 respond-
ents who indicated the performance of this activity, only 
three considered it a major activity, whereas 17 considered 
it an occasional activity • 
: 
The remaining eight activities, in this particular 
group of ten, all had time-frequency ratings of 77 per 
cent or higher. 
Considering the next seven activities, all except 
one activity had time-frequency ratings of 50 per cent or 
higher. The exception was the general office activity of 
ordering supplies, with a time-frequency rating of 31 per 
cent. Of the 13 respondents who indicated the performance 
of this activity, none considered it a major activity, 
whereas four considered it a regular activity and nine 
considered it an occasional activity. 
The next group of seven activities, all with the same 
total frequency of 12, varied in time-frequency ratings 
from 83 per cent for coding to 33 per cent each for 
straightening out files and reporting on repairs, upkeep 
of office equipment, and supplies. 
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Rank 
1 
2 
3.5 
3·5 
5 
6 
7 
8 
TABLE VIII 
THE SIGNIFICANCE OF THE TOTAL .B REQUENCY OF THE OFFICE ACTIVITIES 
PER]'ORMED BY ~HE RESPONDENTS* 
• C) 
0 
r-1 
·-:>. CIS • ·~ C) :>. :>. s:::>. ~ bOS:: Q)Q) s:: ~- H~- 0-1-)-Job Activities Q) ·r-1~ CIS •r-1 c:l ·r-1 ·r-1 rx.. ll:l ll:lO Classification 
r-t::S Ml> - ~.~ ~ Ull> ... ... CISO" O•r-1 ... . CIS •r-1 ~ • • M 
~Q) ·r.~~ b()~ (.)~ •r-: '0) Q) 
OM ~o< Q)(.)Q OOt:il ~ ~~ E-'1~ ~ <- ll:l<- a<-
Answering the telephone 33 16 16 1 97 Stenographic 
Ten-key adding machine** 32 13 16 3 91 Office Machines 
Locating material in files 31 5 19 7 77 Filing 
Friden calculator 31 15 9 7 77 Office Machines 
Filing material 27 3 19 5 81 Filing 
Comptometer or Burroughs 26 18 5 3 88 Office Machines 
calculator for adding 
Comptometer or Burroughs cal- 24 16 4 4 83 Office Machines 
culator for multiplying 
Sorting material for filing 23 5 14 4 83 Filing 
:r,c This table does not include activities performed by only one respondent. 
':< ':' The activity of operating the machine is indicated whenever an office 
machine is listed. 
Table VIII (Continued) 
• ~ 
.-I ,.._ 
l» ctS • •.j..) 
C) l» l» S::l» ~ bDS:: ~ .j..).-- H.j..).-- Q.j..).-- Q.)Q.) 
Rank Job Activities Q.) •rl ~ ctS •rl ~ ·rl ·rl ~ 0:: 
0::0 Classification 
'ci& H I> .-II> WI> 
..... 
O•rl + ::S·rl ... . ctS ·rl .. • • H 
.j..)Q.) 'r.>.j..) bl).j..) C).j..) •r-: 'r.> Q.) 
OH ctSO<t! 0.>00 oor:t:t ctS~P.. 
E-t~ . ~ c:t:- o::c:t:- 0-d!- ~ ::.-c..._, 
9 Taking inventory 20 3 0 17 15 General Office 
10 Comptometer or Burroughs cal- 18 14 3 1 94 Office Machines 
culator for subtracting 
12 Comptometer or Burroughs cal- 17 11 5 1 94 Office rviachines 
culator for dividing 
12 Cross referencing 17 5 10 2 88 Filing 
12 Getting information needed for 17 5 4 8 53 Stenographic 
correspondence 
14.5 Planning work for others 16 14 1 1 93 Stenographic 
14.5 Keeping inventory records 16 8 4 4 75 Accounting 
16 Consulting reference books for 15 6 6 3 80 Stenographic 
information required 
17 Ordering supplies 13 0 4 9 31 General Office 
Table VIII {Continued) 
Rank 
21 
21 
21 
21 
21 
21 
21 
25.5 
2 
2 
5.5 
8.5 
Job Activities 
Reporting on repairs, upkeep of 
office equipment, and supplies 
Typing reports 
Coding 
Straightening out files (new 
folders, etc.) 
Reading rules, current topics, 
books bearing on work 
Opening mail 
Checking statements and invoices 
Noting on letters receipt of 
information needed for answering 
Addressing envelopes 
Filling in printed forms 
:>. 
C) :>. 
s:: +'-Q) •.-I r:q 
r-1~ f-11> 
ctlcr' 0•.-1 .. 
+)Q) '..-;>+' 
Of-t ~C)~ E-! r.:r..c r ~-
12 0 
12 4 
12 3 
12 1 
12 0 
12 1 
12 6 
11 3 
11 1 
10 4 
• 
C) 
0 
r-1 
.. _ 
ctl • •+' 
:>. s:::>. ~ b.OS:: f-1+'- 0+'- Q)Q) 
ctl •.-I ~ ·.-I •.-I IX. ~ ~0 Classification 
r-11> Ull> ... .. 
::1•.-1 .. ctl •.-I ... . . • f-1 
b.O+' 0+' •r. '/'"";) Q) Q)OO C)C)f£1 ~ ctiP... P::~- o~- ~-
4 8 33 Stenographic 
5 3 75 Typing 
7 2 83 Filing 
3 8 33 Filing 
6 6 50 General Office 
7 4 66 General Office 
3 3 75 Accounting 
4 4 64 Stenographic 
6 4 64 Typing 
3 3 70 Typing 
Table VIII (Continued) 
• 
0 
>. 
r-i ~r 
cU • •.j.:1 0 >. >. ~>. ~ QDJ:: Rank Job Activities !=: .j.:1.--. H.j.:1- Q.j.:1.--. (!)(!) Classification (!) 
·r-1 CQ cU •rl ~ •rl ·r-1 rx.. ~~0 r-i;:j HI> r-il> fill> 
roo< O•rl .. ;:j·rl .. . cU •rl .. . • • H 
.j.:1(!) "<J+' b.().j.:1 0.j.:1 •r: "I"") (!) 
OH ~o< (!)OO OOr£:1 ~~~ E-tf:c. . <- C:C::<- oo::x:-
28.5 Cleaning typewriter 10 0 1 9 10 Typing 
28.5 Ditto 10 5 2 3 70 Office Machines 
28.5 Keeping payroll records 10 7 2 1 90 Accounting 
33 Keeping a follow-up file 9 2 6 1 89 Filing 
33 I.B.M. key punch and tabulator 9 9 0 0 100 Office Machines 
33 Computing time records 9 5 3 1 89 Accounting 
33 Figuring extensions on invoices 9 9 0 0 100 Accounting 
and statements 
33 Preparing operating or financial 9 5 1 3 67 Accounting 
statements 
36.5 Receiving telegrams over 8 1 4 3 63 Stenographic 
telephone 
3 6.5 Making price changes 8 4 2 2 75 Accounting 
Table VIII (Continued) 
• 
0 
0 
1"""4 
·-I» ct1 ~ ·~ 
Rank Job Activities 
0 I» I» ~:>. b.O~ Classification ~ ...,_ f.l.P- o~- Q) Q)Q) Q) •rl ,:Q m·rl ~ ·rl •ri !Zi p:: P::O 
1"""4:::1 f-l> 1"""41> Oll> .... -C130' O•rl .. :::i•r-1 .. CI'S•rl .. . . • f.l 
~Q) •r-;, .1-) b.O.P 0~ ·r. '0) a> 
Of.l ~o< Q)OO OOrx:l (1j ~~ E-I !Zi <- t::r::<- O<..._. 5' 
""""' 
38 Making out requisitions 7 0 2 5 29 
General Office 
44 Supervising employees at any 6 4 2 0 100 Stenographic 
time 
44 Directing people to proper 6 0 1 5 17 Stenographic 
office or department 
44 Composing letters at typewriter 6 1 2 3 50 Typing 
44 Typing letters from longhand 6 3 1 2 67 Typing 
44 Typing form letters 6 2 2 2 67 Typing 
44 Typing bills and invoices 6 3 1 2 67 Typing 
44 Typing with multiple carbon 6 2 1 3 50 Typing packs (four or more carbons) 
44 Keeping desks supplied with 6 0 0 6 0 General 
Office 
equipment 
4 Sorting mail 6 0 5 1 83 General 
office 
4 
Table VIII (Continued) 
• () 
0 
.-i 
... _ 
I>. ctl • •.j.) 
Rank Job Activities () :>. l>. s:::>. ~ b.OS:: Classification s:: +:>- ~+:>- 0+:>- Q)Q) Q) •ri j:Q ctl•ri ~ •ri •ri ~ ~ ~C,) 
;-i;j ~> .-i:> WI> .... 
ctlo< O•ri .. ;::i ·ri .. ctl•ri ... . .. ~ . 
+:lQ) 'r)+) b.O+:> O+:l •r-: 'r) Q) 
0~ ctlo< Q)()C,) OOf;il ctlctiP.. 
E-1 r"'t ~ <- ~<t:l- O<t:l- ~~-
44 Sealing mail 6 1 3 2 67 General Office 
44 Full keyboard adding listing 6 1 4 1 83 Office Machine s 
machine 
54 Giving telegrams over telephone 5 1 2 2 60 Stenographic 
54 Meeting callers 5 0 1 4 20 Stenographic 
54 Copying from rough draft or 5 0 3 2 60 Typing 
corrected copy 
54 Cutting stencils 5 2 0 3 40 Typing 
54 Making master sheets for liquid 5 4 1 0 100 Typing 
or gelatin duplicators 
54 Distributing mail 5 0 4 1 80 General Office 
54 Monroe calculator 5 1 2 2 60 Office Machine s 
54 Computing interest, discount, 5 4 1 0 100 Accounting 
etc. 
.. , 
Table VIII (Continued) 
Rank 
54 
62 
62 
62 
62 
62 
62 
62 
6 
6 
6 
8.5 
8.5 
8.5 
Job Activities 
Posting to general ledger 
Typing telegrams 
Transferring files 
Office housekeeping 
Collating material 
Stamring mail (as to date, 
etc. 
Making government reports, 
and Federal 
Flexowriter 
Making appointments 
Typing statements 
Typing statistical work 
p.., 
0 p.., 
s:: ~-Q) •rl ~ 
.-!::=' HI>. 
CdO' O•rl fo 
~Q) "IJ~ 
OH 
E-l lif 
~0~ · ~ <-
5 2 
4 2 
4 0 
4 0 
4 l 
hour, 4 0 
State 4 0 
4 2 
3 0 
3 l 
3 1 
• 0 
0 
r-1 
.. _ 
Cd • ·~ :>. dP... ~ bOS:: Classification H~- o~- Q)Q) 
Cd •rl 0 •rl •rl !if t:t: t:l::O 
.-II> Cf.ll> ~ ... 
::S•rl .. . Cd •rl ~ ' . • H 
b()~ 0~ •r; "IJ Q) 
Q>OO OOr£1 ' ~ C!iP-4 t:t:<- oc::x:- ~-
1 2 60 Accounting 
1 1 75 Typing 
1 3 25 Filing 
0 4 0 General Office 
2 1 75 General Office 
l 3 25 General Office 
0 4 0 Accounting 
0 2 50 Office iVIachine s 
l 2 33 Stenographic 
1 1 67 Typing 
2 0 100 Typing 
Table VIII (Continued) 
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r-1 ~ +-
>. a:l • •+> 
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68.5 Typing inter-office communica- 3 2 0 1 67 Typing 
tions 
68.5 Typing cards for filing 3 1 0 2 33 Typing 
68.5 Posting to accounts receivable 3 3 0 0 100 Accounting 
ledger 
74 Typing expense accounts 2 0 0 2 0 Typing 
74 Typing tabulations 2 1 0 1 50 Typing 
74 Typing speeches, briefs, or 2 0 0 2 0 Typing 
lectures 
74 Preparing material for printer 2 1 0 1 50 General Office 
74 Weighing mail and figuring 2 1 0 1 50 General Office 
postage 
/ 
I-. 
Table IX contains the same information as Table VIII, 
except the job activities are arranged according to their 
time-frequency rating rather than in rank order. 
The first ten activities listed according to time-
frequency ratings were: operating the I.B.M. key punch 
and tabulator; figuring extensions on invoices and state-
ments; supervising employees at any time; making master 
sheets for liquid or gelatin duplicators; computing interest 
and discount; typing statistical work; posting to accounts 
receivable ledger; answering the telephone; operating the 
Comptometer or Burroughs calculator for subtracting; and 
operating the Comptometer or Burroughs calculator for 
dividing. The first seven foregoing activities all had 
time-frequency ratings of 100 per cent. 
The next seven activities listed according to time-
frequency ratings were: planning work for others, oper-
ating the ten-key adding machine, keeping payroll records, 
keeping a follow-up file, computing time records, operating 
the Comptometer or Burroughs calculator for adding, and 
cross referencing. These seven activities ranged from 
93 per cent to 88 per cent in time-frequency ratings. 
The following five activities were all tied for the 
next position, each with 83 per cent in time-frequency 
rating: operating the Comptometer or Burroughs calcu-
lator for multiplying, sorting material for filing, 
coding, sorting mail, and operating the full keyboard 
adding listing machine. 
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TABLE IX 
SIGNIFICANCE OF ACTIVITIES ARRANGED ACCORDING TO 
TIME-FREQUENCY RATING* 
~me­
Frequency 
Rank** Job Activities Rating in Classification 
Per Cent 
33 I.B.M. key punch and tabu- 100 Office ¥~chines 
lator*'~~:c 
33 Figuring extensions on 100 Accounting 
invoices and statements 
44 Supervising employees at 100 Stenographic 
any time 
54 Making master sheets for 100 Typing 
liquid or gelatin 
duplicators 
54 Computing interest, dis-
count, etc. 
68.5 Typing statistical work 
68.5 Posting to accounts 
receivable ledger 
1 Answering the telephone 
10 Comptometer or Burroughs 
calculator for subtracting 
12 Comptometer or Burroughs 
calculator for dividing 
14.5 Planning work for others 
2 Ten-key adding machine 
28.5 Keeping payroll records 
33 Keeping a follow-up file 
33 Computing time records 
100 
100 
100 
97 
94 
94 
93 
91 
90 
89 
89 
Accounting 
Typing 
Accounting 
Stenographic 
Office Machines 
Office Machines 
Stenographic 
Office N"J.a.chines 
Accounting 
Filing 
Accounting 
* This table does not include activities performed 
by only one respondent. 
:::c:.:c The rank is based upon the total frequency given 
in Table VI. 
*** The activity of operating the machine is indicated 
whenever an office machine is listed. 
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Table IX (Continued) 
~me­
Frequency 
Rank Job Activities Rating in Classification 
Per Cent 
6 Comptometer or Burroughs 88 Office Machines 
calculator for adding 
12 Cross referencing 88 Filing 
7 Comptometer or Burroughs 83 Office Machines 
calculator for multiplying 
8 Sorting material for filing 83 Filing 
21 Coding 83 Filing 
44 Sorting mail 83 General Office 
44 Full keyboard adding listing 
machine 
5 Filing material 
16 Consulting reference books 
for information required 
54 Distributing mail 
3.5 Locating material in files 
3.5 Friden calculator 
14.5 Keeping inventory records 
21 Typing reports 
21 Checking statements and 
invoices 
36.5 Making price changes 
62 Typing telegrams 
62 Collating material 
28.5 Ditto 
28.5 Filling in printed forms 
81 
80 
80 
77 
77 
75 
75 
75 
75 
75 
75 
70 
70 
Office Machines 
Filing 
Stenographic 
General Office 
Filing 
Office Machines 
Accounting 
Typing 
Accounting 
Accounting 
Typing 
General Office 
Office Machines 
Typing 
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Table IX (Continued) 
Time-
Frequency 
Rank Job Activities Rating in Classification 
Per Cent 
33 Preparing operating or 
financial statements 
44 Typing letters from longhand 
44 Typing form letters 
44 Typing bills and invoices 
44 Sealing mail 
6$.5 Typing statements 
6$.5 Typing inter-office 
communications 
21 Opening mail 
25.5 Noting on letters receipt 
of information needed for 
answering 
54 
54 
54 
54 
12 
21 
Addressing envelopes 
Receiving telegrams over 
telephone 
Giving telegrams over 
telephone 
Copying from rough draft 
or corrected copy 
Monroe calculator 
Posting to general ledger 
Getting information needed 
for correspondence 
Reading rules, current 
topics, books bearing on work 
67 Accounting 
67 
67 
67 
67 
67 
67 
66 
64 
64 
63 
60 
60 
60 
60 
53 
50 
Typing 
Typing 
Typing 
General Office 
Typing 
Typing 
General Office 
Stenographic 
Typing 
Stenographic 
Stenographic 
Typing 
Office Machines 
Accounting 
Stenographic 
General office 
6$ 
Table IX (Continued) 
Rank 
44 
44 
62 
74 
74 
Time-
Frequency 
Job Activities Rating in 
Per Cent 
Composing letters at type- 50 
writer 
Typing with multiple carbon 50 
packs (four or more carbons) 
Flexowriter 50 
Typing tabulations 50 
Preparing material for printer 50 
74 Weighing mail and figuring 50 
postage 
54 Cutting stencils 40 
21 Reporting on repairs, upkeep 33 
of office, equipment, and 
supplies 
21 Straightening out files 33 
(new folders, etc.) 
68.5 Typing cards for filing 33 
17 Ordering supplies 31 
38 Making out requisitions 29 
62 Transferring files 25 
62 Stamping mail (as to date, 25 
hour, etc.) 
54 Meeting callers 20 
44 Directing people to proper 17 
office or department 
9 Taking inventory 15 
28.5 Cleaning typewriter 10 
Classification 
Typing 
Typing 
Office Machines 
Typing 
General Office 
General Office 
Typing 
Stenographic 
Filing 
Typing 
General Office 
General Office 
Filing 
General Office 
Stenographic 
Stenographic 
General Office 
Typing 
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Table IX (Continued) 
Time 
Rank Job Activities 
Frequency 
Rating in Classification 
Per Cent 
44 Keeping desks supplied with e General Office 
equipment 
62 Office housekeeping 0 General Office 
62 ¥~king government reports, 0 Accounting 
State and Federal 
68.5 Making appointments 0 Stenographic 
74 Typing expense accounts 0 Typing 
74 Typing speeches, 
or lectures 
briefs, 0 Typing 
~ I 
Table X is arranged so that the job activities are 
listed in their respective classifications in the order of 
their time-frequency ratings. The rank of each activity 
according to total frequency of performance is also given 
in this table. 
Of the stenographic activities, supervising employees 
at any time was first, with a time-frequency rating of 
100 per cent, although only rank 44. Answering the tele-
phone, rank 1, was next with a time-frequency rating of 
97 per cent. The next three stenographic activities were: 
planning work for others, with a time-frequency rating of 
93 per cent; consulting reference books for information 
required, 80 per cent; and noting on letters receipt of 
information needed for answering, 64 per cent. 
Of the typing activities, making master sheets for 
liquid or gelatin duplicators and typing statistical work 
each had a time-frequency rating of 100 per cent. However, 
both of these activities ranked in the lower half when 
arranged in order of total frequency of performance. Typing 
reports and typing telegrams, each with a time-frequency 
rating of 75 per cent, were the next two typing activities. 
The fifth typing activity was filling in printed forms, 
with a time-frequency rating of 70 per cent. 
Of the filing activities, keeping a follow-up file 
was first, with a time-frequency rating of 89 per cent, 
although rank 33. The next four filing activities arranged 
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according to time-frequency ratings were: cross refer-
encing, 88 per cent; sorting material for filing, and 
coding, 83 per cent each; and filing material, 81 per cent. 
These four filing activities had ranks from 5 to 21. 
Of the general office activities, the first five job 
activities according to time-frequency ratings were: 
sorting material, 83 per cent; distributing mail, 80 per 
cent; collating material, 75 per cent; sealing mail, 67 per 
cent; and opening mail, 66 per cent. None of these general 
office activities had a rank higher than 21. 
Of the office machines used, the first job activity, 
operating the I.B.M. key punch and tabulator, had a time-
frequency rating of 100 per cent, although rank 33. The 
next four office machines activities according to time-
frequency ratings were: operating the Comptometer or 
Burroughs calculator for subtracting, and operating the 
Comptometer or Burroughs calculator for dividing, 94 per 
cent each; operating the ten-key adding machine, 91 per 
cent; and operating the Comptometer or Burroughs calcu-
lator for adding, 88 per cent. These four office machines 
activities ranged in rank from 2 to 10. 
Although the following three accounting activities 
all had a time-frequency rating of 100 per cent, their 
ranks varied from 33 to 68.5: figuring extensions on in-
voices and statements, computing interest and discount, 
and posting to accounts receivable ledger. The next two 
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accounting activities were keeping payroll records and 
computing time records, with time-frequency ratings of 
90 per cent and 89 per cent, respectively. 
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l 
Rank ",(* 
TABLE X 
SIGNIFICANCE OF ACTIVITIES ARRANGED 
ACCORDING TO TYPE AND IN ORDER 
OF TIME-FREQUENCY RATING* 
Job Activities 
STENOGRAPHIC ACTIVITIES 
Time-
Frequency 
Rating in 
Per Cent 
44 Supervising employees at any time 100 
1 Answering the telephone 97 
14.5 Planning work for others 93 
16 Consulting reference books for information 80 
required 
25.5 Noting on letters receipt of information 64 
needed for answering 
36.5 Receiving telegrams over telephone 63 
54 Giving telegrams over telephone 60 
12 Getting information needed for corre- 53 
spondence 
21 Reporting on repairs, upkeep of office, 33 
equipment, and supplies 
54 Meeting callers 20 
44 Directing people to proper office or 17 
department 
68.5 Making appointments 0 
* This table does not include activities performed 
by only one respondent. 
':::'~ The rank is based upon the total frequency given 
in Table VI. 
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Table X (Continued) 
Rank Job Activities 
TYPING ACTIVITIES 
Time-
Frequency 
Rating in 
Per Cent 
54 Making master sheets for liquid or 100 
gelatin duplicators 
68.5 Typing statistical work 100 
21 Typing reports 75 
62 Typing telegrams 75 
28.5 Filling in printed forms 70 
44 Typing letters from longhand 67 
44 Typing form letters 67 
44 Typing bills and invoices 67 
68.5 Typing statements 67 
68.5 Typing inter-office communications 67 
25.5 Addressing envelopes 64 
54 Copying from rough draft or corrected copy 60 
44 Composing letters at typewriter 50 
44 Typing with multiple carbon packs 50 
(four or more carbons) 
74 Typing tabulations 50 
54 Cutting stencils 40 
68.5 Typing cards for filing 33 
28.5 Cleaning typewriter 10 
74 Typing expense accounts 0 
74 Typing speeches~ briefs~ or lectures 0 
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Table X (Continued) 
Rank Job Activities 
FILING ACTIVITIES 
33 Keeping a follow-up file 
12 Cross referencing 
g Sorting material for filing 
21 Coding 
5 Filing material 
3.5 Locating material in files 
21 Straightening out files (new folders, etc.) 
62 Transferring files 
GENERAL OFFICE ACTIVITIES 
44 Sorting mail 
54 Distributing mail 
62 Collating material 
44 Sealing mail 
21 Opening mail 
21 Reading rules, current topics, books 
bearing on work 
74 Preparing material for printer 
74 Weighing mail and figuring postage 
17 Ordering supplies 
3$ ~~king out requisitions 
Time-
Frequency 
Rating in 
Per Cent 
$9 
gg 
$3 
$3 
$1 
77 
33 
25 
$3 
$0 
75 
67 
66 
50 
50 
50 
31 
29 
76 
Table X (Continued) 
Rank 
62 
9 
44 
62 
Job Activities 
GENERAL OFFICE ACTIVITIES (continued) 
Stamping mail (as to date, hour, etc.) 
Taking inventory 
Keeping desks supplied with equipment 
Office housekeeping 
OFFICE MACHINES USED 
33 I.B.M. key punch and tabulator 
10 Comptometer or Burroughs calculator 
!or subtracting 
12 Comptometer or Burroughs calculator 
for dividing 
2 Ten-key adding machine 
6 Comptometer or Burroughs calculator 
for adding 
7 Comptometer or Burroughs calculator 
for multiplying 
44 Full keyboard adding listing machine 
3.5 Friden calculator 
28.5 Ditto 
54 Monroe calculator 
62 Flexowriter 
Time-
Frequency 
Rating in 
Per Cent 
25 
15 
0 
0 
100 
94 
94 
91 
88 
83 
77 
70 
60 
50 
77 
Table X (Continued) 
Rank Job Activities 
ACCOUNTING ACTIVITIES 
Time-
Frequency 
Rating in 
Per Cent 
33 Figuring extensions on invoices and 100 
statements 
54 Computing interest, discount, etc. 100 
68.5 Posting to accounts receivable ledger 100 
28.5 Keeping payroll records 90 
33 Computing time records 89 
14.5 Keeping inventory records 75 
21 Checking statements and invoices 75 
36.5 Making price changes 75 
33 Preparing operating or financial statements 67 
54 Posting to general ledger 60 
62 Making government reports, State and Federal 0 
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CHAPTER VI 
Sill~~RY AND CONCLUSIONS 
Surnrnary 
In interpreting the data, the reader should keep in 
mind that the findings are based on the frequency of per-
formance of the activities of the American Steel and Wire 
Division of the United States Steel Corporation. To what 
extent the various activities should be taught in school 
or learned on the job is not included in this study. 
The findings based on the analysis of information 
obtained from the data sheets and check lists are as 
follows: 
1. Approximately 80 per cent of the respondents ob-
tained their positions with the Corporation through one 
of the following three sources: personal applications, 
as indicated by 42 of the respondents; friends, 20; and 
relatives, 13. The remaining 20 per cent of the respond-
ents obtained their positions through one of the following 
sources: school placement office, as designated by 9 of 
the respondents; state employment agency, 7; commercial 
employment agencies, 3; and newspaper advertisements, 2. 
2. Approximately 24 per cent of the respondents have 
been employed by the Corporation over 30 years; 15 per cent, 
from 20 to 29 years; 13 per cent, from 15 to 19 years; 
14 per cent, from 10 to 14 years; 14 per cent, from 5 to 9 
years; and 20 per cent, from 1 to 4 years. None of the 
respondents were employed for less than one year. 
3. Seventy per cent of the respondents had furthered 
their education beyond high school, even though their train-
ing or education was limited in some cases. Grade school 
diplomas were possessed by all respondents with the excep-
tion of one who had been employed by the Corporation for 
47 years. High school diplomas were possessed by 90 per 
cent; business school diplomas, 48 per cent; and college 
diplomas, 2 per cent. Of the 13 per cent who indicated 
some college credits, one half of these respondents had 
taken business subjects. Seven per cent had listed attend-
ance at other schools, which included junior college, pre-
paratory school, hight school, and trade school. 
4. Business arithmetic was the school subject con-
sidered most helpful by 54 per cent of the respondents in 
their present positions. The desire for more training in 
the operation of office machines was expressed by 45 per 
cent of the respondents, which was followed by bookkeeping, 
41 per cent; typewriting and English, 38 per cent each; 
filing, 27 per cent; penmanship, 25 per cent; shorthand, 
9 per cent; and foreign languages, 2 per cent. 
5. The business subject not studied in school which 
18 per cent of the respondents considered would have been 
helpful in their present positions was office machines 
training. The machines specified on which more training 
would be desirable were the Friden, Comptometer, Monroe, 
multilith, ditto, and hectowriter. rJiore instruction in 
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both bookkeeping and typewriting was desired by 7 per cent; 
office procedures, 2 per cent; and shorthand, one per cent. 
6. The first five job activities when arranged in 
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order of frequency, regardless of classification of job 
activity, were as follows: answering the telephone, oper-
ating the ten-key adding machine, locating material in files, 
operating the Friden calculator, and filing material. The 
first four were performed by approximately one-third of the 
clerical workers at one time or another. However, none of 
these five had a time-frequency rating of 100 per cent. 
7. There were seven job activities with time-frequency 
ratings of 100 per cent: operating the I.B.M. key punch and 
tabulator; figuring extensions on invoices and statements; 
super vising employees at any time; making master sheets for 
liquid or gelatin duplicators; computing interest and dis-
count; typing statistical work; and posting to accounts 
receivable ledger. (The time-frequency rating was found 
by dividing the sum of the major and regular activities by 
the sum of the major, regular, and occasional activities.) 
8 . Of the stenographic activities, answering the tele-
phone was the most frequently performed, with a total fre-
quency of 33, followed by getting information needed for 
correspondence, 17; planning work for others, 16; consulting 
reference books for information required, 15; and reporting 
on repairs, upkeep of office equipment, and supplies, 12. 
9. Of the typing activities, typing reports was the 
most frequently performed, with a total frequency of 12, 
followed by addressing envelopes, ll; filling in printed 
forms, and cleaning typewriter, 10 each; and composing 
letters at typewriter, 6. 
10. Of the f iling activities, locating material in 
files was first, with a total frequency of 31. The next 
two f iling activities most frequently performed were filing 
material, and sorting material for filing, with a total fre-
quency of 27 and 23, respectively, followed by cross refer-
encing, 17, and coding, 12. The two filing systems used 
most frequently were the numeric and alphabetic, with a few 
respondents using the subject filing system. None used the 
geographic or soundex system. 
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11. The general office activity performed most fre-
quently was taking inventory, performed by 20 of the respond-
ents. The general office activities next in frequency of 
performance were: ordering supplies, 13; reading rules, 
current topics, and books bearing on work, 12; opening mail, 
12; and making out requisitions, 7. 
12. The five most frequently performed office machines 
activities were operating the (l) ten-key adding machine, 
(2) Friden calculator, (3) Comptometer or Burroughs calcu-
lator for addition, (4) Comptometer or Burroughs calculator 
for multiplication, and (5) Comptometer or Burroughs calcu-
lator for subtraction, with total frequencies of 32, 31, 26, 
24, and 18, respectively. The operation of all these machines 
ranked among the first ten activities even when all activi-
ties were grouped according to total frequencies, regardless 
of classifications. 
13. Keeping inventory records headed the accounting 
activities, with a total frequency of performance of 16, 
followed by checking statements and invoices, 12; keeping 
payroll records, 10; computing time records, and figuring 
extensions on invoices and statements, 9 each. 
Conclusions 
The following conclusions are based on the information 
obtained in this study: 
1. The high school placement office is not a source 
through which the Corporation contacts prospective em-
ployees. Whenever the school placement office was desig-
nated by the respondent as a source through which the 
initial position was obtained, the respondent had attended 
a business school. Consideration should be given by the 
Corporation to contacting the high school placement office, 
since valuable information regarding the students, as pro-
spective employees, could be obtained from this source. 
2. The mean number of years of employment of the re-
spondents, 16.2, may infer that the employees are quite 
satisfied with their employment by the Corporation and 
thereby tend to remain. 
3. The fact that the three school subjects of business 
arithmetic, office machines, and bookkeeping were considered 
the most helpful to the respondents in their present posi-
tions indicates that a great many activities performed by 
the clerical workers in the Corporation deal with figures, 
It is not surprising that very few respondents considered 
shorthand helpful in their present positions, since the 
workers contacted for this study were clerical. 
4. Ansering the telephone, first in total frequency 
in this study, agrees with the findings of Moriartyl whose 
job analysis study covered the Worcester area. These find-
ings indicate that business teachers in this area should be 
made aware of the services offered by the New England Tele-
phone and Telegraph Company to teach students how to use 
the telephone properly. 
5. When considering the first five specific steno-
graphic activities, there were no transcribing activities 
but the respondents did have a definite need for knowing 
how to locate information. 
6. Typing was not a predominate activity with the 
clerical workers indicated by the low frequency of per-
formance. However, since all of the respondents have had 
more than one year of service with the Corporation, the 
inference may be that most of the typing may be done by 
new employees. Composing letters at the typewriter was 
one of the first five typing activities in frequency of 
1 
Moriarty, 2£• cit., p. 66. 
• 
performance which indicates that emphasis should be given 
this activity in the typing course. 
7. More respondents performed filing activities than 
either typing or stenographic activities, thus indicating 
that the subject of filing is a necessity for the high 
school student contemplating employment in the Corporation. 
All phases of filing should be given with emphasis on the 
alphabetic filing system. 
8. More than an acquaintanceship with office machines 
should be had by the high school business student, espe-
cially by those anticipating employment of a clerical 
nature. A mastery of the four arithmetical computations 
is desirable on the key-driven calculator. 
9. There were more major activities under accounting 
than any other classification. The foregoing fact may 
account for the belief by so many employees that the know-
ledge of business arithmetic and the ability to operate 
office machin·es, especially the calculator, would have been 
helpful to them in their present positions. 
10. A further study should be conducted covering 
employees with less than five years of service with the 
Corporation in order to determine which job activities 
are predominantly performed by people with less service. 
The findings would be valuable to business educators to 
ascertain which activities might be emp~asized in the 
school curriculum to prepare students adequately to meet 
the demands of initial employment in the Corporation. 
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APPENDIX 
59 UPLAND STREET 
WORCESTER 7, MASSACHUSErTS 
I am a teacher at Millbury Memorial High School working tov1ards 
my Master's Degree in Business Education. One of the requirements is 
that I complete a thesis relating to an occupational field. 
89 
I have chosen as my topic a study of various office activities to 
ascertain duties which are performed repeatedly. By determining those 
skills most frequently demanded on the job, business educators should 
become more aware of subjects to emphasize in future business courses. 
It is hoped that this will be of equal benefit to students and instruc-
tors alike. 
American Steel and Wire Division is my selection because I was 
employed by the Company for seven years, and my father who is still an 
employee of the Company has over thirty-five years' service. 
Both Management and Union know of my project, What I now need is 
your personal cooperation to make this survey a success. Therefore, I 
sincerely hope that you will assist me by filling out the enclosed data 
sheets. Bece.use the information requested is to be used only in statis-
tical tabulations, your name is not necessary as it will not be referred 
to in any way. I would appreciate your completing and returning the 
check list as soon as possible. A stamped, self-addressed envelope is 
enclosed for your convenience. 
I will be very grateful to you for your cooperation in this study. 
Data Sheet 
Check List 
Stamped, addressed envelope 
Sincerely, 
Frances a. Pronski 
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DATA SHEET 
I. Your present job title _________________________________________________ __ 
II. Please check the source through which you secured your position with the 
Company. 
1. Relative 5. School placement office 
2. Friend 6. Commercial employment agency 
~: Newspaper ad 7. State employment agency Personal application 8. Other (identify) 
III. How long have you been employed by the Company? 
1. Less than 1 year 5. From 15 to 19 years 
2 •. From 1 to 4 years 6. From 20 to 24 years 
a: 
From 5 to 9 years 1· F2.'0m 25 to 29 years 
From 10 to 14 years 8. Over 30 years 
IV. What has been the extent of your education? Please check all of the diplomas 
which you have received. 
1. Grade school diploma 4. College diploma 
2. High school diploma 
3· Business school diploma ____ _ 
5. Other (identify) 
---.------
6. If you have taken some college courses but do not have enough credits 
for a college degree, please indicate the number and type of subjects 
completed. 
V. Which of the following subjects, if studied in school, do you consider helped 
you in your present position? 
1, Shorthand 6. Office Machines 
2. Typewriting 1· Penmanship 
3· Bookkeeping 8. English 4. Filing 9· Foreign languages 5. Business Arithmetic 10. Other (identify) 
VI. Please specify what business subjects or office machines not taken in school 
would have been helpful to you in your present position. 
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JOB ACTIVITIES 
Please check ( ) the approximate frequency of performing the following duties which 
you perform on your present job. Check in one column only if you perform the duty. 
DO HOT CHECI\. aNY DUTY vvEICH YOU DO l~OT PERFORI.\1, 
Approximate Frequency 
of Performance 
A B 0 D E ' F 
t> 
C\J 1>: ~ t:> Job Activities .z~ r-l ~~ H 0~ § ·~ 1>:. ,g 0 •rl 1>:. 0') r-l ~ cC ~oM :S'd 0~ :;3 rn ~ ~ 'd rliCil~ a.>~ m r-l ~ ~ a Q) ~r-lQ) m 0') :;i ~ §~& El H El ~ 0') 0 0 0 0 :;i 0 :;i a.>~ ;:g 0 ~ ~~ H 0 H 0 H rliC C\J f'rl~ f'rl~ ct-1 
I STENOGRAPHIC ACTI VITI ES 
1. Taking dictation in shorthand and transcribing 
2. Takin~ dictation of minutes and transcribin~ 
3· Taking dic~ation over telephone 4. Reading, signing, and releasing employer 1s 
letters for mailing 
5. Getting infonne.tion needed for correspondence 
6. Noting on letters receipt of information 
needed for answering 
7· Consulting reference books for information 
B. 
reguired 
Supervising employees at any time 
9· Planning work for others 10. Answering the telephone 
11. Receiving teleg:r:-ams over telephone 
12 .. Giving telegrams over- telephone 
13. Meeting callers 
-14~ Directing people to proper office or department 
15. Making appointments 
,. 
-16. Reporting on repairs, upkeep of office, 
eguipment 1 and supplies _ 17. Other stenographic duties not listed: 
II TYPING ACTIVITIES 
18. Typing from Edi ·ohone 
Dictaphone 
Audo~raEh 
Soundscriber 
-19. Com·Qosing letters a.t typewriter 
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20. Taking dict ation at typewriter 
21. Typing letters from longhand 
22. Typing form letters 
23. Typing telegrams 
24. Typing reports 
25. Typing statements 
26. Typing bills and invoices 
27. Typing expense ac_count s 
28. Typing orders 
29. Typing statistical work 
30. Typing inter-office communications 
31. Typing postal cards 
32. Typing not~ce_s 
3~· Typing agenda for meetings 3 • Typing cards for filing 
35· Typing tabulations 
36. Typing minutes of meetings and conferences 
37· TyEing sEeeches, briefs, or lectures 
38. Co:eying from rough drafts or co~rected co·oy 
39· Filling in printed forms 40. Addressing envelopes 
41. Cutting stencils 
42. Making master sheets for liquid or gelatin 
duplicators 
43. Typing with multiple carbon packs (four or 
more carbons 
44. Cleaning typewriter 
45. Other typing duties not listed: 
46. Please check the typewriter you use: 
Manual Electric 
III FILI NG ACTIVITIES 
1 47. Locating material in files 
48. Sorting material for filing 
49. Filing material ! 
50. Coding I 
51. Cross referencing 
52. Keeping a follow-up file I I 
53· Straightening out files (new folders, etc.J. 54. Transferring files I 
55· Other filing duties not listed: 
Job Activities 
56. Please check the filing system- you use: 
Alphabetic __ 
Numeric 
Subject 
Geographic ___ _ 
Soundex 
IV GEl'JERAL OFFICE ACTIVITIES 
,-57· Ordering supplies 
58. Making out requisitions 
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59· Takin~~n~v~en~t~o~r~y--------------------------+-~---+--~---4--~------60. Doing cashier work 
61. Office housekeeEing 
62. Keeping ~esks supplied with equipment 
63. Preparing !!,laterial for printer 
64 .. Making traveling arrangements 
65. Assisting in plans for entertainments, 
dinners, etc. 
66. Reading rules, current topics, books 
bearing on work 
67. Collecting clippings of interest 
68. Collating material 
69. Opening mail 
10. Stamping mail (as to date, hour, etc.) 
71. Sorting mail 
72. Distributing mail 
73. Sealing mail 
74. Weighing mail and figuring postage 
75. Preparing packasg~e~s~f~o~r~s~h=i~pm~,e~n~t _____________ -+--~--~--~--~--~------76. Making up mailing list 
77. Shaving dictaphone or ediphone cylinders~---+--+--1---1---+-+----
78. Other general office activities not listed: 
V OFFICE MACHINES USED 
19· Ten-key adding machi:~n~e~------~~-----------1~-4---+---4----+---t------
80. Full-keyboard adding listing machine 
81. Monroe calculator 
82. Marchant calculator 
83. Friden calculator 
84. :Billing machine 
85. Bookkeeping machine 
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Comptometer or BurrouGhs calculator: 
86. for addin.£_ 
87. for multiplying 
88. for subtracting · 
89. for dividing 
go. Rex-o-graph 
91. Hectograph 
92. Ditto 
9~· Mimeograph 9 • Mimeoscope 
95· Multilith 
96. Checkwriter 
97. Addressograph 
98. - . Telety-pe 
99· Western Union telegraph mac~ine 
100~ I.B.M. Ke~ Eunch and tabulator 
101. Telephone switchboard 
102. Other office machines not listed: 
) 
103. Please check the machine you use most frequentlf 
Manual Electric 
VI ACCOUNTING ACTIVITIES 
104. Keeping pe.yroll rec_o_!"~ 
105. Computing time recorda 
106. Figuring extensions on invo!ces and statements 
107~ Preparing operating or financial statements 
108. Makin~ Eri~e chan~es 
109. hlaking government reports, State and Federal 
110. Checking statements and invoices 
111. Keeping inventory records 
112. Com~outing interest, discount, etc. 
11~. Keepin~ Eetty cash discount 
11 • Posting to general ledger 
115. Posting to accounts receivable ledger 
116. Posting to aecounts payable ledger 
117. Other accounting activities not listed: 
